Adding an email event to your calendar.

When you receive an email which includes an invitation or event which you need to remember or attend

there is a simple way to add this event to your calendar.

Let’s look at an example: The email below contains information regarding an event which you might

wish to remember.
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Subject |Student Meetings

To All Staff:

Qur administrative team will be meeting with all studenis one class at atime so we can pep talk themn a little as we move toward TAKS testing and the end of the =
purposely waited to hold these meelings so the message would not be lost during the weelk of spring break.

e will meet with each grade level on April 2nd in the 100 gym. The meetings will take approximately 30 minutes including travel time 1o and from class. The scb
will be as follows.

dth Grade: 1st Period 9:15 to 8:45
10th Grade: 1st Period 8:55 1o 10:25
11th Grade: 2nd Period 10:50 to 11:20

12th Grade 2nd Period 11:30 10 12:00

Additionally, we will hawe an all staff meeting at 8:15 AM. on YWednesday, April 8th in the Lecture Hall. The meeting will start at 8:15 and end at or before 8:50.

Dir. Phil Warrick
Campus Principal
Found Rock High School

To add this event to your LotusNotes calendar simply click Actions — Copy Into New — New Calendar

Entry

18| New Calendar Entry

—rE————
Gile Edit Wiew Creatn{\f\ctinn_s‘)-lelp

) é-@gé Add Recipients PR G B
3

g URYY ¢siel

Archive

@Workspace ?: Edit Offline Configuration rormation Bequeste. . @SIL
Groups Mot Expand -

MHew Memo || Re zlete || Follow Up = || Folder

G Send Mema ko Database Manager : . :

P Synchronize Address Book
Synchronize Journal
Upgrade Folder Design

Edit
Reply »
Reply To Al »
To All Staff: Forward v
Delete
Cur administ  Follow Up ¥ |all students one class a

pL,IrF]OSeb/ Wi — ¥ the messanes weold not
| Copy Into New 3 " -- I" .

Wie will meed H "Mew Calendar Entry -

will he as foll

Toaols 4




Select the type of event and click OK
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Customize the event by adding a subject, location, date and time (Notice the entire email is appended to
the calendar entry).

Save and Close
Click on the calendar icon to
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To Al Staff:

Cwr administrative team will he meeting with all students one class at atime so we can pep talk them a little as we move toward TAKS testing and the end of th
purposely waited to hold these meetings so the message would not be lost during the week of spring break.

We will meet with each grade level on April 2nd in the 100 gym. The meetings will take approximately 30 minutes including travel time to and from class. The ¢
will be as follows.

Hth Grade: 1st Period 9:15 10 9:45
10th Grade: 75t Period 8:585 t0 1025
11th Grade: 2nd Period 10:50to 11:20
12th Grade 2nd Period 11:30 10 12:00

Additionally, we will have an all staff meeting at 8:15 A M. on Wednesday, April 8th in the Lecture Hall. The meeting will start at 8:15 and end at or hefore 8:50.



Now my favorite part of the LotusNotes calendar — sending yourself an email reminder. Click on the

Notify Me box on the upper right hand corner. The Alarm Notification Options box opens. Select a time

for the alarm to go off. | also like to have LotusNotes send me an ema
OK.
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In the upper left hand corner click Save. You will know receive an email message reminding you of the

event.



